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Payline Overview

Introduction DOA has developed a web-based system that provides participating State employees
with online viewing of their earnings, benefits, and leave information. Employees
may access Payline using the internet at http://payline.doa.virginia.gov.

Payline has been designed to be as user-friendly as possible and require little
intervention from outside resources. However, DOA realizes that there may be some
functions that individuals may need assistance with and has developed this
administration manual to aid agency personnel in responding to employee inquiries.

PAYLINE Payline provides Commonwealth of Virginia Employees paid through the
Features Commonwealth Integrated Personnel and Payroll System (CIPPS) the means to:

e View current payment information at least 4 working days before the payment
date.

e View current and year-to-date earnings including regular pay, overtime, shift pay,
and special payments.

e View current and year-to-date deductions withheld (both employee and
employer).

e View W-2 Wage and Tax Statements.

e View Federal and State taxable wages as well as individual tax elections and
associated withholdings.

e View direct deposit information and associated deposit amounts.

e View leave information on-line as soon as period end processing is completed
eliminating the pay period lag for access to leave balances (if the agency
participates in CIPPS Leave).

e Provide historical payment and leave information on the system for 24 months.

Continued on next page
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Payline Overview, Continued

Security

Access
Requirements

Web Address

Office of the Comptroller

State-of-the-art security features are provided to maintain confidentiality of the
individual employee's personal payroll information.

Application Security - requires a user id and password for system access.
Individuals will be required to keep this information confidential to provide the
utmost security to their individual records.

Secure Socket Layer - SSL - uses a 128-bit encryption routine to protect the data
as it travels back and forth over the Internet.

Elliptic Curve Cryptograph - ECC - is a server-based program that protects
sensitive data and prevents unauthorized access to the server.

Browser must be enabled for Java Script.

Browser must be enabled for Cookies.

Browser must be enabled for Secure Socket Layer (SSL) Security (128-bit
version).

If connecting to the site from behind a firewall or proxy server it must allow SSL
(port 443) communication.

Internet Explorer or Netscape browsers, version 4.0 or higher.

Designed to be viewed at a screen resolution of 800 by 600 or greater, with a
minimum of 256 colors.

Connection speed of 56k modem (or higher) is highly recommended.

http://payline.doa.virginia.gov

Continued on next page
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Accessing Payline

First Access for  First time Payline users must enter their SSN and click on the Forgot Password/New
New Users Account button.

E =]
"r
<) > ] |ﬂ @ 7;] /V]Saar(h ‘::“:(Favﬂrites £ > ig = - ) S Uil
Address |e:] it ffnt-cF QA paylinelogin. cFm ~| Go
I I I S O B Deperiier gl oits 1 1
— 1T 1T [ [ | [ Pai (line! 15 I

Welcome to Payline.

Youmr source for personal earnings, henefits and leave information.

User ID (SSIN or Personal ID) 123456788

Password

IFyamu are a first time user, simply enteryaur sacial security mumber and
click the forgat passwordiiew account burton.

Unused temsporary Papline passwords are deleted 90 daps gfter 1ssuance.
Permanent passwords will be deleted if Payline 1s not accessed within 180 days.

cesses paproll using CIPPS.
ncy paproll deparmaent,

If a valid SSN is entered, the following message is displayed "Look for the
temporary password on an upcoming earnings notice.” The user must wait for
receipt of the temporary password before being able to logon to Payline.

J File Edit “iew Favortes Tools Help

D t t of A t =
(’]Irn' meni oy ounis
EEEE A

I % 1 Y Y Y
I I Pay lire! 1

Look for your new temporary password on an upcoming earnings notice.

Continued on next page
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Accessing Payline, continued

If the user’s agency has opted out of receiving printed earnings notices, the message
will read “Your new temporary password has been e-mailed to your payroll officer
(payroll officer’s email address).”

Q-0 - HNRG LKk & @ 3 & -
Department of Rgeounts

A I Y I I [ B epartmenL oo ’ : | Y N

A I I O o Payline 1 Y Y

Four new temp, P d has been iled to your payproll afficer (Ashlyn. Jinnete@doavirginia gov).

& &4 Local intranet

Continued on next page
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Accessing Payline, continued

If an invalid SSN is entered, the following message is displayed "There are no records
found for this social security number. Please verify and reenter. If newly hired,
please wait a pay period.”

3 Payl ine Forgot Password - Microsoft Internet Explorer
J Eile  Edit ‘“iew Fawortes Tools Help

D tment of A t o

Jeprarimernil @ ounts
I I O B O 4 g 1 1 I
I O Pairlie’ 1 O

ayLiie.
There are no records found for this social security number. Please verify and
_ reenter. If newly hired, please wait a pay period.
|

This message indicates that there are no records for the SSN entered in Payline.
Payline uses the first 9 characters of the employee’s CIPPS employee ID as the SSN.
Either a data entry error was made in the User ID on the Log On screen or the
employee has not been paid through CIPPS using the SSN entered as the employee

ID. The employee may click on the “‘Log On’ button to return to the Log On screen
and re-enter the SSN.

Continued on next page
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Accessing Payline, continued

New Users with  Once the temporary password has been received, the employee may enter the SSN
and the temporary password on the Log On screen, and then click the LOG ON
button.

a Temporary
Password

Departiment of Ageounts

Payliné/

Welcome to Payline.

Your sowrce for personal earnings. benefits and leave information.

User ID (SSIN or Personal ID) 111111116
Password

Ifyou are a first fime user, simply enteryour social security number and
click the forgat passwordimew account burton.

Usnised tamporary Fapline passwords ave deleted 90 days after issuamce
Permanent passwords will be deleted if Papline is not accessed within 180 daps

e {fpour agency processes paproll using CIPPS.
sure, contact pour @gency payrall depeartment.

Office of the Comptroller 6

Continued on next page
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Accessing Payline, continued

Upon entering Payline the new personal information screen prompts the user to
establish a personalized password of 5 to 8 characters (entered twice for verification),
establish a “hint” for their password and up to two e-mail addresses if desired. To
establish the permanent security record, the user must click on the “Accept” button,
and is then taken to the Broadcast Messages Page. The user may then use the Main
Menu link to access the Edit Personal Options page where a personalized 5 to 8
character user id may be created (see page 24).

Q- © RRM P¥ke 3 2 LJ# 23 -
Department gf Ageounis
' S N N I (N A & T 7 1 1 Y O
— ] Payline 1 Y Y
DN  Cicosc onter new personal information. Enter o new p d swice for
EX
E - P A \
Other Email Address |
Password.
Verify Password
Hint:
&) Done &4 Local intranet
B =]
Links > | A
Department of Wgrourits
I IS IS S S S N cparinienl o ’ - 1 Y O
I I N N Paylie 15 Y Y I

Broadcast Messages

% Welcome o

employee" fit
VIRGINIA STATE PARKS MAKE A GREAT GETAWAY OR VACATION!

Verify name
Login Successful

There is a special announcement.

Continued on next page
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Accessing Payline, continued

General Logon  The employee enters their User ID and password and clicks on the Log On button.

with a Valid This links the employee to the Broadcast Messages page for personal messages and
Password other menu selection items.

A Payline Login - Micrasoft Internet Explorer provided by Depariment of Accounts

File Edit View Favorites Tooks Help

l.J"
O ] E] D s Sl Favomes €2 - ds @ - i 3 Unks

Address | ] http:fint-cf JQa/paylinejlogin. cim ~| B so

Department gf Rgeounts

Y [ Y N I
Payliuy‘ 5 Y N N

Welcome to Payline.
Your source for personal earnings, benefits and leave information.
Tser ID (SSN or Personal TD) critters
Password 0 |essss
Ifyou are o first firme user, simply enteryour social security number and
click the forgor passwordnew account button.
Uraused temporary Payline passwords are deleted 90 days after issuance.
Permanent passwords will be deleted if Payline is nof accessed within 130 daps.
You can use Papline if powr agency processes payroll using CIPFPS
Fyow are not sure, confact your agency payroll department.
Step Action

1 Enter User ID (employee's Social Security Number or User-Defined Logon ID)
2 Enter the User Password
3 Click on the Log On button.

If a correct password is entered, the Broadcast Messages page displays

Navigation Navigation buttons located in the left-hand margin of the page will link the user to
other Payline pages or perform requested functions as described below.
BUTTON DESCRIPTION
Log On Clicking on this button will initiate the logon process for Payline with
entry of a valid SSN or User-Defined Logon ID and password.
Forgot Clicking on this button links user to the Forgot Password/New Account
Password/New | page where user can request a temporary password or receive the ‘hint’
Account entered to help the user remember the user password.

Contact Us Clicking on this button will allow the user to send an e-mail with
suggestions and/or questions to DOA.

Security Clicking on this button links the user to information on application
security and access requirements that support Payline.
FAQs Frequently Asked Questions

Continued on next page
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Accessing Payline, Continued

Forgotten
Password

If the employee enters their User ID and an invalid password, they will receive the
message “Invalid Password (# Violations).”

EE =]

ke | A

Department of &grounts

4 1 Y S Y
Paiglie! 15 Y Y Y

Welcome to Payline.

Your source for personal earnings, benefits and leave information.

User ID (SSN or Personal ID) 1

Password

Invalid Password (1 Violations)

IFyou are a first time user, simply enter pour social security number and
click the forget passwordinew account buttarn.

Uhiised temporary Payline passwords are deleted 20 daps after issuance.
Parmanent passwords will be deleted if Payling is not accessed within 120 days

Fou can use Fapline if pour agency processes payroll using CIFFS.
Irpou are not sure, your agensy payroll

Continued on next page
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Accessing Payline, continued

Forgotten They may attempt to enter the User 1D and password again or click on the ‘Forgot
Password, Password/New Account’ button. The employee will be given two options: receive
continued their previously stored hint or request a new temporary password.

Note: After 5 (five) failed logon attempts the following message is displayed
"Account suspended due to security violations.” The employee must request another
temporary password by clicking the ‘Forgot Password/New Account’ button and
follow the prompts. Security violations are cleared each workday. The employee
may choose to wait until the following day to attempt to access Payline again in lieu
of requesting a new temporary password immediately.

Department of Ageounts
I I I O O 0 partmeni o 1
— I Paiy Lirte! 1 Y Y

Invalid Password.

Click hint to receive your previously stored hint.
_ Click new password to have a new password assigned.

€] [ [& 25 Local intranet

Continued on next page
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Accessing Payline, continued

If the “Hint’ button is selected, the previously stored hint is displayed. The employee
would then click on the ‘Log On’ button and be returned to the Welcome to Payline
screen to log in using the correct password.

a =] ES
J File Edit Yiew Fawvortes JTools Help

I O Deparimen? gaygounts ..-------;I
— 1 1 1 [ T [ 1] Pa;glini?/ 1 Y
Hint - dog

E—

=

=1 | |2 [E= Localintranst

Employees unable to remember the password with the hint can choose to have a new
temporary password assigned by clicking on the ‘New Password’ button. Payline
will ask if the user wants a new temporary password assigned.

3 Payline New Password - Microsoft Internet Explorer

| Ele Edit Wiew Favoites Iosk  Help

Department L)fA winits =
C T T T 1T T I 4 g 1 1 Y I
I I Pairliire’ 1

ay 11e.
_ Are you sure you want a new temporary password assigned?
ipis——
I |
&1 [ & [E5 Localintranet
Continued on next page
Office of the Comptroller 11
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Accessing Payline, continued

If the “‘Accept’ button is selected and the employee has stored an e-mail address in

Personal Options, Payline will provide an opportunity to receive the password via e-
mail.

4~} Payl ine New Password - Microsoft Internet Explorer

J Eile  Edit Miew Favortes Tools Help

=l
Departiment of Rgeounts
N I I O I partiment S o 1 I
N I I B Pay lie! 10 I O O

= -ic:sc cnicr your email address. (Must match previously entered email address)
E—

After entering the e-mail address, the user will click on the "Accept' button. If the e-
mail address does not match the one stored in the security record the message, "Email
address did not match previously entered address! Please enter your email address.
(Must match previously entered email address)" will be displayed and the user will
be provided another opportunity to enter the correct e-mail address.

4~} Payl ine New Password - Microsoft Internet Explorer

J Eile  Edit Miew Favortes Tools Help ﬁ

-------.. Department qug‘c':m.'rs .
N I O O I Pa llﬂE/ B

= = cil address did not match previously entered address!

_ Please enter your email address. (Must match previously entered email address)

Email: |

I |

Continued on next page
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Accessing Payline, continued

If no previously stored e-mail address exists or if the employee chooses not to
receive the new temporary password via e-mail, the employee will click cancel and
be given the opportunity to receive the new temporary password on an upcoming
earnings notice or elect to have the temporary password emailed to the Agency’s
Payroll Officer if the Agency has suppressed printing of all earning notices (see

below).
3 PayLine New Password - Microsoft Internet Explorer
| Ele Edt View Favoites Tooks Help
D t t of A t =
(’]H!T meni gy onrnits
N N I - {50 N
— RalEs/ 1 N
ayirie.
=T ouid you like your new temporary password printed on an upcoming earnings
rotice?
|
=] [ &) [ER Localintranet

Once the “Accept’ button is selected, the employee may no longer access Payline
until the new temporary password is received.

3 Payl ine New Password - Microsoft Internet Explorer
J Eile  Edit Miew Favortes Tools Help

D tinent of A t 5

department g ounts
N I I O I : 2 ’ 1 I
— Pailine N
Look for your new temporary password on an upcoming earnings notice.
|

Continued on next page
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Accessing Payline, continued

If an employee who participates in direct deposit has elected to discontinue the
printing of the earnings notice (See Personal Options section), but has not stored a
personal e-mail address, the message "Would you like your new temporary password
e-mailed to your payroll officer?" is displayed.

4} PayLine New Password - Microsoft Internet Explorer

J File Edit “iew Favoites Tools Help

Depy e, Agro s
I partmend gggrount 1 O
T I I I O Paiy L/ NN

S \Vould you like your new temporary password e-mailed to your payroll officer?

Upon acceptance, an email will be distributed to the employing agency Payroll
Officer and the message "Your new temporary password has been e-mailed to your
payroll officer (email address of Payroll Officer)" is displayed.

3 PayLine New Password - Microsoft Internet Explorer
| Fie Edk View Favoites Tods Help
Department of A t -
Jepartment @ ounts
I § 2° 1 O O
ayiine.
Your new temporary password has been e-mailed to your payroll officer
(payrolliidoa.state.va.us).
|

Office of the Comptroller 14 Commonwealth of Virginia
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Broadcast Messages Page

Message Pages  The Broadcast Messages page welcomes Payline users to the Commonwealth of
Virginia’s employee self-service website, and invites users to view personal payroll,
benefit and leave information. It is used to communicate messages both globally and
individually to the Payline user population. In the center of the page, a global
message intended for all Payline users is displayed. Additionally, in the bottom left
hand corner, informational messages may appear which provide feedback to the user
regarding actions which have been taken (e.g., Login Successful), actions which
should be taken (e.g., You have personal messages).

=] Ed

| Eie Edt Miew Favoites ook Help

Department gf & t B

Jepartmnient @ onnts
I 3 R’ 1 O
[ [ [ || P li 14 AN .

ayline.
m Broadcast Messages
Welcome to Payline - a web enabled view of participating State
employee's earnings, benefits and leave infarmation.
VIRGINIA STATE PARKS MAKE A GREAT GETAWAY OR VACATION!
ErT— IR0
Click the Special Announcements Button to
learn how to turn off your central print Earnings Notice.
Verify name, SSN and address on pay stub and report changes to your
agency.
Login Successful
|
Navigation Navigation buttons located in the left-hand margin of the page link the user to other

Payline pages or perform requested functions as described below.

BUTTON DESCRIPTION
Special If a special announcement (e.g., letter from Governor granting
Announcement additional paid holidays at Christmas) is available for viewing, this

button will be displayed. Additionally, the informational message
“There is a Special Announcement” will appear in the bottom left
corner of the Broadcast Message page. Clicking on this button will
link the user to the Special Announcement page displaying additional
global announcements directed to all Payline users.

Continued on next page
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Broadcast Messages Page, Continued

BUTTON

DESCRIPTION

Personal Messages

If a personal announcement is available for viewing, this button will be
displayed. Additionally, the informational message “You have
personal messages’ will appear in the bottom left corner of the
Broadcast Message page. Clicking on this button will link the user to
the Personal Messages page displaying notices solely for the individual
Payline user logged in.

Main Menu Clicking on this button will link the user to the Main Menu page where
the user can begin reviewing his earnings, benefit and leave
information.

Log Off Clicking on this button will return the user to the Log On page and sign
the user out of Payline.

Reporting Clicking on this button will link the user to the Reporting query
function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where the

employee's Social Security Number is entered.

Note: For more information on Masking, see Mask Function section. For more
information on the Reporting query function, See Statistical Reporting section.

Office of the Comptroller

16 Commonwealth of Virginia
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Special Announcements Page

Special
Announcement

Navigation

Office of the Comptroller 17

The Special Announcements page is used to communicate global messages to the
Payline user population. These announcements (e.g., letter from the Governor
granting additional paid holidays at Christmas), will be displayed in the center of the
page.

Payline users may read the announcement by clicking on the ‘Read’ prompt to the
left of the message or remove the display of an announcement by clicking on the

‘Delete’ prompt. Any announcement not read or deleted within 30 days will be
automatically deleted.

|5 x

Eile  Edit “iew Favortes Tools  Help

=l
Department of Ageounts
I I I I O O partmen Lo 1 1 I I
N O O O Pay liire’ 1 I O O

Special Announcements

Broadcast Messages

Employee Name: First M Last

Short Description

[ReadiDelete] C1/C

Navigation buttons located in the left-hand margin of the page link to other Payline
pages or perform requested functions as described below.

BUTTON DESCRIPTION

Broadcast Clicking on this button will link the user to the Broadcast Message
Messages page.

Main Menu Clicking on this button will link the user to the Main Menu page where

the user can begin reviewing his earnings, benefit and leave
information.

Continued on next page
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Special Announcements Page, Continued

Navigation (continued)

BUTTON DESCRIPTION
Log off Clicking on this button will return the user to the Log On page and
sign the user out of Payline.
Reporting Clicking on this button will link the user to the Reporting query

function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where
the employee's Social Security Number is entered.

Office of the Comptroller 18 Commonwealth of Virginia
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Personal Messages Page

Personal The Personal Messages page is used to communicate messages intended solely for

Messages the individual Payline user logged on. These messages will be displayed in the
center of the page showing: Employee Name, Date of the message, and Message
Content.

Payline users may remove a message by clicking on the ‘delete’ prompt shown to the
left of the Date. An informational message will be displayed stating the message has

been deleted. Any message not deleted by the user will automatically be deleted
within thirty days.

|5 x

J £I|‘E Edit !lew’ ngor:t;s JTools  Help
1=
-------.. Department ()fA'g‘rirmfs ..-------
I O B Pay liire’ 1 O
Personal Messages

m Employee Name: First M Last

Crr————

Date Message

[Delete] 01/01/1900 Test Message
LT
|
Navigation Navigation buttons located in the left-hand margin of the page will link to other
Payline pages or perform requested functions as described below.
BUTTON DESCRIPTION

Broadcast Clicking on this button will link the user to the Broadcast Message

Messages page.

Main Menu Clicking on this button will link the user to the Main Menu page where
the user can begin reviewing his earnings, benefit and leave
information.

Log off Clicking on this button will return the user to the Log On page and sign
the user out of Payline.

Continued on next page
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Personal Messages Page, Continued

BUTTON

DESCRIPTION

Reporting

Clicking on this button will link the user to the Reporting query
function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask

Clicking on this button will link the user to the Masking page where the
employee's Social Security Number is entered.

Main Menu Page

Main Menu

The Main Menu page is the central navigation page for Payline. Navigation buttons

located in the left-hand margin of the page link to other Payline pages or perform
requested functions as described below.

Qe - © - ¥ B @& ) search 57 Favorites 42) 2 :7 L) &

Address | ] hetp:ffrt-cFQA payine(Main_Meny. cfm?lew—090004 ~| Go
I I S O Deyertnien ggonits 1 O
I I Y I O Pag[lirré/ 15 Y Y Y

Broa
COV Payday Calendar

Main Menu

on the lefc

To view payroll, benefits and leave information for TEST H USER (TestUser) select one of the options

menu.

The data found within reflects payment informn: e to participating State employees. Questions o

e directed to the employing agency’s

Office of the Comptroller
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Main Menu Page, Continued

Navigation

Navigation buttons located in the left-hand margin of the page link to other Payline
pages or perform requested functions as described below.

Button

Description

Pay History

Clicking on this button will link the employee to a listing of payroll
payment information. From this list, the employee will be able to view
a detailed break out of his earnings, deductions, and agency paid
benefits along with other personal information. Additionally, a link is
provided on this page to view and print a facsimile of the earnings
notice.

Leave History

Clicking on this button will link the employee to a listing of leave
periods end dates. From this list, the employee will be able to obtain a
complete display of their detailed leave balances for each period.

W-2 History

Clicking on this button will link the employee to a page containing the
employee’s W-2 history. From this list the employee will be able to
obtain and print a complete display of each W-2 created for the
employee beginning with the calendar year ending 2005.

Personal Options

Clicking on this button links the employee to a page containing their
personal data such as name, personal id, e-mail address and password.
Changes to personal information are made on this page.

Profile Data
Change/Inquiry

Clicking on this button links the employee to a page containing the
employee’s name, address, and federal and state tax withholding status.
Changes to address and tax withholding may be requested from this

page.

Broadcast Clicking on this button links the employee to the Broadcast Messages

Messages page where global and individual messages for all Payline users can be
viewed.

Contact Us Clicking on this button links the employee to a page where the user can
contact DOA regarding problems they are incurring with this site.

Log Off Clicking on this button will return the employee to the Log On page
and sign the user out of Payline

Reporting Clicking on this button will link the user to the Reporting Query
Function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where

the employee's Social Security Number is entered.

Office of the Comptroller
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Profile Data Change/lInquiry Page

View Employee  The View Employee Profile Data page allows Payline users to view existing
Profile Data information regarding their:

e First, Middle and Last Name

e Street Address

e City, State and Zip Code

e Home Phone Number

e Business Phone Number

e Federal tax withholding status, number of exemptions claimed and additional
amount withheld

e State tax withholding status, number of exemptions claimed and additional
amount withheld

Navigation buttons located in the left margin of the page link to other Payline pages
or perform requested functions as described in the section below.

2 Payline Profile Data Change/lnquiry - Microsoft Internet Explorer provided by Department of Accounts

File Edt WYiew arites  Tools  Help o
Qe - © - X B @& ) ssarch S Favorites (%) - & 8l
Address | & hitp:{fnt-cfiQaipayline/Profile_Data_Change.cfm?hew=013308 ~ Go
| S o Departmert gaggrounts 1 O Y N
View Employee Profile Data
D Enty of data into the following fields indicates a change that is being requested to pour paproll record. This request must he received and
processe: d by your HR or Payroll Office hefore the change is reflected in Payline. Vou may be contacted by yous egency to provide
= or complete aui tion forms.
First Name TEST
Employee's Middle Name H
Employee’s Last Name USER.
PO Box/spt/Suite
Street Address 1234 LAZY SUMMER ROAD
City RICHMOND
State Va
P 12345
Home Phone =

Business Phone

When requesting Fedesal or State Tax changes, @ Widand Veed form st be compieted and sent to yows payroll or HR office before the
change car be efjective,

Federal Tax Status: 2 - IMarvied No. of Exemptions: 00000 AddLAme: 000
State Tax Status: 2 - Marrisd No. of Exemptions: 00000 AddLAmt 000
VA does not secognize manial states in tax withholding, please veview VA4 for move information.

Continued on next page
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Profile Data Change/lnquiry Page, Continued

Navigation Navigation buttons located in the left margin of the page link to other Payline pages
or perform requested functions as described in the section below.

Button

Description

Edit

Clicking on this button links the employee to the Edit Employee Profile
Data page where the user may submit a request for changes to the
information listed on the screen.

Main Menu

Clicking on this button will link the user to the Main Menu page where the
user can begin reviewing his earnings, benefit and leave information.

Log off

Clicking on this button returns the employee to the Log On page and signs
the user out of Payline.

Reporting

Clicking on this button will link the user to the Reporting Query Function
page. (This is only available to those line agency users for which masking
access has been granted.)

Set Mask

Clicking on this button will link the user to the Masking page where the
employee's Social Security Number is entered.

Office of the Comptroller
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Profile Data Change/lnquiry Page, Continued

Edit Employee
Profile Data

Page

The Edit Personal Options page provides the Payline user the ability to request a
change to any one or all of the following:

o First Name « Home Phone

o Middle Name Business Phone

e Last Name o Federal Tax Status

e PO Box/Apt/Suite Federal Tax Number of Exemptions
o Street Address Federal Tax Additional Amount

o City o State Tax Status
o State « State Tax Number of Exemptions
e Zip Code « State Tax Additional Amount

After entering the new information, press the ‘Accept’ button and the information
will be displayed in red on the View Employee Profile Data page.

If the information entered is not correct or if the user is not satisfied with the
changes, press the ‘Cancel’ button to return to the View Employee Profile Data page.

Changes requested through this page generate an email transmission to the Payroll
and HR contacts previously identified by the user’s agency. The request must be
received and processed by the user’s HR or Payroll Office before the change is
reflected in Payline. Users may be required by the agency to provide supporting
documentation or complete authorization forms. All Federal and State Tax changes
require completion of the applicable W-4 and/or VA-4 form. Completed forms must
be submitted to the user’s HR or Payroll Office before the change can be effective.

i Payline Profile Data Change/Inquiry - Microsoft Internet Explorer provided by Department of Accounts =13
File Edt View Favorites Tools Help o

QO - © - H B @] Dot Poreons @ 2- B Fel

Address | ] hitps {nt-cFiQajpayline/Profile_Daka_Change.cfm?103028 v B s
I S I Rerertien ggonits 1 —
— 1 [ [ | [ [ Paiy liie! 15 Y Y O

View Employvee Profile Data

TR . oiton ivs data ks bowe sent to your Bayrolt and HE contacis

Enty of data into the following fields indicates a change that is being requested 1o povr paproll record. This request must he received and
processed by your HR or Payroll Office before the change is reflecied in Payline. You may be contacted by your agency to provide
2 tiom forms

o complate

First Name TEST
Employee's Middle Name H

Employee’s Last Name USER.

PO BoxiApt/Suite

Sireet Address 1234 LAZY SUMMER ROAD Changed 1o 6750 LAZF SUMMER ROAD
Ccity RICHMOND

State Vi

e 12345

Home Phone

Business Fhone

Fhen requesiing Federal or State Tax changes, @ Wod and VA4 form must be completed and sent 1o your payroll or HR office before the
change can be effective.

Federal Tax Status: 2 - IMarrisd No. of Exemptions: 00000 Add1Ame: 000
State Tax Status: 2 - Maried No. of Exemptions: 00000 AT Ame: 000

VA does not secognize manial states in tax withholding, please veview VA4 for move information.

Comments: EUN

Email Address:  payroll@dos virginia goe ~

Continued on next page
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Profile Data Change/lnquiry Page, Continued

Navigation Navigation buttons located in the left margin of the page link to other Payline pages
or perform requested functions as described in the section below.

Button

Description

Accept

Clicking on this button submits the requested changes to the user’s HR
and/or Payroll Office.

Cancel

Clicking on this button will return the user to the View Employee Profile
Data page and no changes will be submitted.

Main Menu

Clicking on this button will link the user to the Main Menu page where the
user can begin reviewing his earnings, benefit and leave information.

Log off

Clicking on this button returns the employee to the Log On page and signs
the user out of Payline.

Reporting

Clicking on this button will link the user to the Reporting Query Function
page. (This is only available to those line agency users for which masking
access has been granted.)

Set Mask

Clicking on this button will link the user to the Masking page where the
employee's Social Security Number is entered.

Office of the Comptroller
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Personal Options Page

View Personal  The View Personal Options page allows Payline users to view the existing
Options information regarding their:

e Social Security Number

e Personal ID

e Password (the actual password is not displayed, but an * indicates it does
exist.)

e Work Email Address

e Other Email Address

e Hint (to help in remembering current password.)

e Rec Earnings Notice (Election regarding receiving a printed earnings notice)

e Date Password Changed - reflects last date your password was altered.

Navigation buttons located in the left margin of the page link to other Payline pages
or perform requested functions as described in the section below.

B =[]
.'!l

@k - () (¥ Z] D D seerch 57 Favertes £2) - & i 3 Unks
Address |4] heep:, |_Options.cfr v B
I I S O Depertnien i gonts 1 I
T 1 [ | | Pa!!h‘,ré/ 1 N N B
D View Personal Options

[ Mainmen ]

ssN 123456788

Ferconal I LuckyYou

&

Work Email Address Payline @doa virginia. gov

Hint 12345
Rec Earnings Notices '
Date Password Changed 01/27/2005

Continued on next page
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Personal Options Page, Continued

Personal
Options Page

Navigation

An e-mail address is necessary if a user forgets his password and would like a new
temporary password e-mailed to him instead of receiving the new temporary
password on the next available earnings statement.

If a user is a direct deposit participant he can also elect to stop the hard copy print of
the earnings notice. The same information currently being printed on the earnings
notice is available using the View Pay Stub link on Pay History. However, more
information than is displayed on the physical earnings notice is available by clicking
on the Payment Date on Pay History.

If a Payline user alters the election to receive earnings notice print, an email will be
distributed to the Payroll Officer. When electing to discontinue print, the e-mail
message states "The following employee has elected to stop receiving earnings
notices" followed by the employee name, agency and SSN. Similarly, if the
employee re-elects to begin receiving print, an email message stating "The following
employee has elected to once again receive earnings notices™ will be distributed to
the Payroll Officer.

Navigation buttons located in the left margin of the page link to other Payline pages
or perform requested functions as described in the section below.

Button Description

Edit Clicking on this button links the employee to a page where the user may
change their User ID, password, e-mail address, hint, and/or earnings
notice election.

Main Menu Clicking on this button will link the user to the Main Menu page where the
user can begin reviewing his earnings, benefit and leave information.

Log off Clicking on this button returns the employee to the Log On page and signs
the user out of Payline.

Reporting Clicking on this button will link the user to the Reporting Query Function

page. (This is only available to those line agency users for which masking
access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where the

employee's Social Security Number is entered.

Continued on next page
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Personal Options Page, Continued

Edit Personal

The Edit Personal Options page provides the Payline user the ability to change any

one or all of the following:

e Personal ID (must be 5 — 8 characters in length)

e Password (the actual password is not displayed, but an * is displayed for each

password character.)
e Work Email Address
e Other Email Address
e Hint (to help in remembering current password.)

e Rec Earnings Notice (Election regarding receiving a printed earnings notice)*

* |If the employing agency has elected to stop printing ALL earnings notices,

this field cannot be changed.

3 Payline Personal Options - Microsoft Internet Explorer, provided by Department of Accounts

File Edit View Fovorites Tools  Help o

@k - ) [x¥] F] D seerch 7 Favortes £2) -2 i 3 ks

Address | ] htbpjfrk-cFlQAipaylinefPersonal_Options.cfm?Fresh—100201 £ G0
Department of A ninlts

Y I I S O I e i 1 Y N N

I I O I o 1 5 N I

Paylim}f/

Cancel
SSN

Help. Personal ID
Log ofr

Password
Work Email Address
Other Email Address
Hint

Rec Earnings Notices
Date Password Changed

Edit Personal Options

123456738
Lucky'vou
-----

Payline@doavirginia.gov

12345
MO v
01/27/2005
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Personal Options Page, Continued

After entering the new information, press the ‘Accept’ button and the information
will be displayed on the View Personal Options page.

If the information entered is not correct or if the employee is not satisfied with the
changes, press the cancel button and he will be returned to the View Personal

Options page.
Navigation Navigation buttons located in the left margin of the page link to other Payline pages
or perform requested functions as described in the section below.
Button Description

Accept Clicking on this button will allow the information entered above to be
updated. It will be effective immediately.

Cancel Clicking on this button will link the employee back to the View
Personal Options page. No changes entered on the Edit Personal
Options page will be accepted.

Main Menu Clicking on this button will link the user to the Main Menu page where
the user can begin reviewing his earnings, benefit and leave
information.

Log off Clicking on this button returns the employee to the Log On page and
signs them out of Payline.

Reporting Clicking on this button will link the user to the Reporting Query
Function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where
the employee's Social Security Number is entered.

Office of the Comptroller
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Pay History Screen

Pay History The Pay History page provides a listing of payroll payments displaying the payment
date, agency name and pay period date. (The complete history listing can be viewed
by using the scroll bar.) The payment indicator denotes the type of payment
represented. This may be one of three values. A blank denotes a typical payment
made in the form of a check or direct deposit. A "VC' represents the reversing or
voiding of one of those payments due to processing errors, retrievals of the payment
due to time lost from work, or perhaps a lost payment. A "NP" represents a
transaction entered into the payroll system to record a payment made outside of the
payroll system. This is considered a "non-paid" payment as the actual payment was
made through petty cash or some other mechanism.

3 Payline Pay History - Microsoft Internet Explorer
Department of A t .
I I O O Y 1 O
=
.
I EEE. Pagghm;’/ 1
Pay History
Pay History Detail
Inquiry
Employee Name: CHARLES C CONNER
Payment Agency Pay Period Payment
Date Indicator
View Pay Stub |11/30/2002) Demonstration Caompany 11/10i2002 - 11524/2002
Wiew Pay Stub [1115/2002) Demonstration Company 10/25/2002 - 11408/2002 W
Wiew Pay Stub |11/15/2002) Demonstration Company 10/25/2002 - 11508/2002
Click on Payment Date for detail pay inforrnation. (Payments are displayed in the order in which they are
calcuiated i the payroil system.)
|

NOTE 1: If an employee has multiple pay instruments for one payment date, all
payment information will be collated into one record.

NOTE 2: Voids (VC) and non-paid manual paysets (NP) are listed separately.

NOTE 3: See Attachment A for a crosswalk of standard deduction and earnings
descriptions from CIPPS to Payline.

Continued on next page
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Pay History Screen, Continued

Navigation Navigation buttons located in the left margin of the page link to other Payline pages
or perform requested functions as described in the section below.

Button Description

Pay History Detail | Clicking on this button links the employee to a page where they may

Inquiry perform a query of specific payment information for a range of check
dates.

Main Menu Clicking on this button will link the user to the Main Menu page where
the user can begin reviewing his earnings, benefit and leave
information.

Log Off Clicking on this button returns the employee to the Log On page and
sign the user out of Payline

Reporting Clicking on this button will link the user to the Reporting Query
Function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where
the employee's Social Security Number is entered.

View Pay Stub Clicking on this links the employee to a facsimile of the pay stub
which can be viewed and printed. The leave displayed will
reflect the prior leave balance as is currently reflected on paper
earnings notices. See example which follows:

Payment Date Clicking on this button links the employee to the corresponding
Payment Information page.

Note: See Pay History Detail Inquiry section for more information on this topic.

Office of the Comptroller
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Pay History Screen, Continued

; Payline - View Pay Stub - Microsoft Internet Explorer

Print Close =

COMMONWEALTH OF VIRGINIA
DEMONSTRATION COMPANY

OFFICIAL PAY RECORD

Employee
No Leave Information Available CHARLES C COMNMER
Address
TESTDR
RICHMOMD %4 23233
Soc Sec Number
1111111132

Pay Period Date Payment Date
11 0/2002 - 11424/2002 1173002002
Earnings Deductions
| units |  Description [ Current | YTD | Description Current YTD

| a0.00/Reqular Pay | 3,200.00 | 12,800.00 | [CependeniCare 50.00 200.00

Flex Admin Fees 0.88 3562

Pretax Hith Care 66.00 264.00

Optional Grp Life 15.00 60.00

DoAFUTURE 17.50 70.00

Federal Inc Tax 582.32 2,319.54

HI Tax 44.25 176.99

DASD] Tax 189189 75677

State Inc Tax 16874 634 896
Current ¥TD Current ¥TD [—

Gross Pay 3,200.00 1220000 Deductions 1,123.82 4,485 78 Net Pay 2,076.12
50.00 DEPOSITED BAMK 251472856 ACT 2586131 |

Financial Institutions should accept a printed pay stub from Payline as it contains
both:

1. the statement "Offical Pay Record" and
2. the State Seal of Virginia (Use of the State Seal must be granted by the Secretary
of Administration.)

The displayed stub is shaded in green, but changes to white when the underscored
‘print’ function is used. This is done to save ink on color printers.

A description of each earnings and deduction can be displayed by placing the cursor
on the underscored word and clicking the left-mouse button.
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Pay History Detail Inquiry

Pay History The Pay History Detail Inquiry page provides the Payline user the ability to inquire about all

Detail Inquiry  pay types, deductions (employee and employer paid), healthcare/retirement plans,
federal/state tax elections, and direct deposit information for a specific time period. The
information presented is determined by clicking on the radio buttons corresponding to the
type of information to be displayed and entering the specified beginning and ending check
dates for the inquiry. By clicking the 'Select All' radio button, all available information will
be displayed. Alternatively, selection of one or more specific radio buttons can limit the
information displayed. If the results do not display the information the user is looking for the
user may need to enter a new range of dates and submit the inquiry again.

Printing: If the SELECT ALL option is chosen or if numerous radio buttons are
selected, the user will not be able to print all the information shown. Limiting your
selections will allow for printing of the requested information.

B - = ][]
'l!l
Qeack - ) %] [B] T D sewen Soraerte £ (2 L Felp: s
Address | 4] hitp:jfnt-cf/Qafpayline/Pay_History_Detail_Select cfm7hew=025615 ~| B so
Departuent of &gcounts
T 1 T T T [ R 7 ) N N N
T Pailine Y
Pay History Detail Inquiry

Employee Name: TEST H USER Personal ID: LuclyYou
Detail Type:
I —— Sekct 41 O o
CO— s Ove ONe  CumPy O O
Ot Oy ErvlemeridDottons Oy @i

Erployer Paid Deductions O¥es @No Direct Deposit O ¥es @ Ne

Federal Tax Elections O Yes @Ho State Tex Eleetions O ves @ Ho

Lacal Tax Elsctions O¥es ®Mo Health Care Elections O vss ®Heo

Fetirerment Elections O ves @Ho Fed(St Taxable Wages O ves @HNo

FICA Taxahle Wages O ¥es @10

Check Daie Range:
Frase [mmycdpyy Te [ mmydopany

Continued on next page
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Pay History Detail Inquiry, Continued

Navigation

Steps to
Perform
Request

Navigation buttons located in the left margin of the page link to other Payline pages
or perform requested functions as described in the section below.

Button

Description

Submit Request

Clicking on this button submits the user request and displays the
results.

Pay History

Clicking on this button links the employee to a listing of payments by
payment date, agency and pay period. Detail of each payment can be
displayed by clicking on the payment date.

Main Menu

Clicking on this button will link the user to the Main Menu page where
the user can begin reviewing his earnings, benefit and leave
information.

Log Off

Clicking on this button returns the employee to the Log On page and
signs the user out of Payline.

Reporting

Clicking on this button will link the user to the Reporting Query
Function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask

Clicking on this button will link the user to the Masking page where
the employee's Social Security Number is entered.

Step

Action

Select the type of Pay History Detail Inquiry desired by clicking on

associated radio button.

e Select All - displays all detailed information available for the
employee for the check date range provided; or

e Select specific detailed information to be displayed for the check date
range provided.

Date Range - complete the beginning and ending check dates for the
range to show the requested Pay History Detail Inquiry transaction(s).

w

Click on the Submit Request button.

Review the Pay History Detail results screen.

Office of the Comptroller
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Pay History Detail Inquiry, Continued

An example of a pay history query requesting specific detailed information is
displayed below.

Payline Pay History Detail - Microsoft Internet Explorer
| Eis Edit Wiew Favoitss Tooks Hslp
= |
Pay His tory Detail
Inquiry
Pay History Detail
Employee Name: John D Doe SSN: 555555555 Selection Dates: 01/01/2001 - 09/16/2001
Employer Paid D i Local Tax El
Pay FICA
Check Date Period Total Earnings | Deduction Amount | Allowance Add AMt |Taxable Wages
OB/02/2001 [05/06/2001 - 057122001 358.80 0 0.00 358.80
O7HEZ001 |06/25/2001 - O7/0242001 2,003.39 Retiree Hith Cred 2414 0 0.oo 1,885.89
Retirernent 184,73
Group Life Ins 1599
Agy Pd Healthcare  232.00
Longtrm Dishility 16.59
HI Tax 28.80
0ASDI Tan 12312
02/2172007 (0201002001 - 02724200 1,999.25 Retiree Hith Cred 2419 a] o.oo 1,9281.75
Retirarneant 18473
Group Life Ins 15.99
Agy Pd Healthcare 23200
Lonatrm Dishility 16.59
HI Tan 2873
DASDI Tax 12287
|
&£] Dane =5 Local intranst
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Payment Information

Payment The Payment Information page displays a detailed breakout of earnings, deductions
Information and net pay as well as a summary of agency paid contributions to benefits and taxes
corresponding to the payment selected on the Pay History page.

3 Payline Payment Information - Microsoft Internet Explorer
| Eis Edit Wiew Favoitss Tooks Hslp
D of A =
I I 0 eparimen g 1 Y
-a
.
T Pailine/ O
Payment Information
Agency Paid Contributions
De tail
Employee Name: CHARLES C COMMER  Agency Name: Demonstration Company
Wages
= Payment Date: 11/30/2002 Pay Period: 11/10/2002 - 11/2452002 Met Pay: 207612
Click on Earnings or Deduction Type for detail information
m Earnings Employee Paid Payroll Deductions
Type Current Curremt  ¥YTD YTD Type Current YTD
Hours Amount Hours Amount Amount Amount
Reqular Pay  40.00 32000016000 12,200.00| |Dependent Care 50.00 200.00
FlexAdmin Fees 0.8s 3.52
Total 3,200.00 12,800.00 | |Breta Hith Care Gf.00 264.00
Earnings Cptional Grp Life 15.00 60.00
DOoOAFUTURE 17.50 7000
= — to Dat Eederal Inc Tax a82.32 2,319.54
) -ument year 1o Date |y Tay 4425 176.99
Total Agency Paid 814.28 3,257.04 OAS0I Tax 18090 TERTT
Contributions State Ino Tax 158.74 634 95
Total Employee 1,123.88 4,485.78
Paid
Deductions
|

Within the Earnings box a detailed break down of Total Earnings is displayed. The
detail provided includes:

e Earnings type

e Current and YTD hours

e Current and YTD amounts

Within the Employee Paid Payroll Deductions box a detailed break down of
employee deductions is displayed. The detail provided includes:

e Deduction type

e Current amount

e YTD amount.

Continued on next page
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Payment Information, Continued

Navigation

Navigation buttons located in the left margin of the page link to other Payline pages
or perform requested functions as described in the section below.

Button

Description

Agency Paid
Contributions
Detail

Clicking on this button links the employee to a presentation of agency
paid contributions to benefits and taxes corresponding to this Payment
Information page.

Presentation of
Taxable Wages

Clicking on this button links the employee to a presentation of how
federal, state and FICA taxable wages were determined as it
corresponds to this payment information.

Direct Clicking on this button links the employee to a presentation of how

Deposit/Add’l direct deposit monies are distributed, federal and state tax filing status,

Profile and health care and retirement elections corresponding to this
Payment Information.

Pay History Clicking on this button links the employee to a listing of payments by

payment date, agency and pay period. Detail of each payment can be
displayed by clicking on the payment date.

Reported Leave
Balances

If leave balances are available for viewing for this payment, this
button will be displayed. Clicking on this button will display all leave
balances reported with this payment information.

Main Menu

Clicking on this button will link the user to the Main Menu page
where the user can begin reviewing his earnings, benefit and leave
information.

TYPE

A description of each earnings and deduction can be displayed by
placing the mouse pointer on the earnings or deduction name and
clicking the left-mouse button.

Log off

Clicking on this button returns the employee to the Log On page and
signs the user out of Payline.

Reporting

Clicking on this button will link the user to the Reporting Query
Function page. (This is only available to those line agency users for
which masking access has been granted.

Set Mask

Clicking on this button will link the user to the Masking page where
employee's Social Security Number is entered.

Office of the Comptroller

Continued on next page

37 Commonwealth of Virginia



Payline Administrative Manual for Employers

Agency Paid Contributions Detail

Agency Paid
Contributions
Detail

The Agency Paid Contributions Detail page displays a detailed presentation of

current and year-to-date agency paid contributions to benefits and
payment date selected.

4} Payline Agency Paid Contributions Detail - Microsoft Internet Explorer

J File Edt “iew Favortes Tools Help

taxes for the

=
Department of Kgeounis
I A : R / 1 O O
.
I Ptl! [lﬂm 15 I I B
Agency Paid Contributions Detail
Return to Payment
Employee Name: CHARLES C COMMNER  Agency Name: Demonstration Company
I . Pay Petiad: 11/10/2002 -
Payment Date: 1173042002 1izaE002
Click on Contribution Type for detail information
Agency Paid Contributions
Type Current YTD
Amount Amount

Retiree Hith Cred 28.43 113.82

Retirement 160.00 E40.00

Group Life Ins 25.60 102.40

Agy Pd Healthcare 33240 1,330.00

Lonatrm Dishility 34.24 136.96

HI Tax 4425 176.99

OASDI Tax 18815 75B.77

Total Agency Paid Contributions 814.26 3,257.04

=

Navigation Navigation buttons located in the left-hand margin of the page link to other Payline
pages or perform requested functions as described below.
Button Description

Return to Payment | Clicking on this button returns the employee to the corresponding

Information payment information page associated with the agency paid
contributions displayed.

Main Menu Clicking on this button will link the user to the Main Menu page
where the user can begin reviewing his earnings, benefit and leave
information.

Type A description of each agency paid benefit can be displayed by placing
the mouse pointer on the benefit name and clicking one time with the
left mouse button.

Continued on next page
Office of the Comptroller 38 Commonwealth of Virginia



Payline Administrative Manual for Employers

Agency Paid Contributions Detail, continued

Navigation (continued)

Button Description
Log Off Clicking on this button returns the employee to the Log On page and
signs the user out of Payline.
Reporting Clicking on this button will link the user to the Reporting Query

Function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where
the employee's Social Security Number is entered.
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Presentation of Taxable Wages

Presentation of  The Presentation of Taxable Wages page displays how federal, state and FICA
Taxable Wages  taxable wages were calculated for the payment selected on the Pay History page.
The year-to-date values shown are as of the time that payment was calculated. Total

Earnings are reduced by those non-taxable earnings and pre-tax deductions to which
some taxes are not applied.

s AXA g _ (@] x

J Fie Edit Wiew Favoites Tools Help

Departmenti )fff nuirtfs B

I I 0 i vy 1 Y

1 [ [ [ [ [ ][] P li1 14 Y I I

ay 1He.
Presentation of Taxable Wages
Return to Payment .

Employee Name: CHARLES C COMMER  Agency Name: Demonstration Company

% Tm:e;;‘;‘; tiileltk Payment Date: 11/30/2002

Click on Earnings Type for detaid information

FederallState Wages FICA Wages

Currentyear to Date| Curremt  Year to Date|
[Total Earnings 3,200.00 12,800.00] |[Total Earnings 3,200.00 12,800.00]
Ilazsp ‘:ndem#:me 50.00 200.00 IIE:esp ?n(lem Care 50.00 200.00
Flex in Fees oss 3.52] Elex Admil es 0.88 352
Preta Care EB6.00 264.00| Pretax Care EBE.00 264.00)
DOA FUTURE 17.50 70.000 DOA FUTURE 17.50 F0.00|
Federal/State Wage (Taxable) 306562 12262 48| FICAWage (Taxable) 306562 12,262 48]

;l
Navigation Navigation buttons located in the left margin of the page link to other Payline pages
or perform requested functions as described in the section below.
Button Description

Return to Payment | Clicking on this button returns the employee to the Payment

Information Information page previously viewed.

Main Menu Clicking on this button will link the user to the Main Menu page where
the user can begin reviewing his earnings, benefit and leave
information.

Type A description of each agency paid benefit can be displayed by placing
the mouse pointer on the benefit name and clicking one time with the
left mouse button.

Continued on next page
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Presentation of Taxable Wages, continued

Navigation (continued)

Button Description
Log Off Clicking on this button returns the employee to the Log On page and
signs the user out of Payline.
Reporting Clicking on this button will link the user to the Reporting Query

Function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where
the employee's Social Security Number is entered.
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Direct Deposit Detail and Additional Profile Data

Direct Deposit ~ The Direct Deposit Detail and Additional Profile Data page displays additional
Detail and personal information related to the payment selected from the Pay History page.

Add'l Profile
Data

e Direct Deposit Bank Information — the amount, the deposit bank (ABA routing

#) and account number where the deposit has been made.

Health Care and Retirement Elections — the name of the provider and the

membership type elected by the employee for health care and the retirement plan

the employee is enrolled in.

Employee Tax Elections — the employee’s federal, state and local tax
withholding elections submitted on Form W-4 and VA-4.

e Data 0S50 erne plore =l ES

J File Edit “iew Favortes Tools Help

Department of Rgcounts
N I I O I epartmen s ggggonn 1 I
I I O O I payli,.m/ L ]

=

Return to Payment .
Employee Name: CHARLES C COMMER  Agency Name: Demonstration Company

Direct Deposit Detail and Additional Profile Data

Pay Period: 11/10/2002 -
Payment Date: 1113042002
11/24i2002 E—

Log Off

Direct Deposit Bank Information: Employee Tax Elections:

Amount Deposit Bank Account No | |Federal Tax Status Single
50.00 251472856 2586131 Federal Tax Allowance onooz
202612 251472856 111222 |Federal Tax Add Amt. o.oo

State Tax Status Single

Health Care: Retirement:
Key Advantage VRS - Buyback
Double State Family Cvrge

State Tax Allowance ooooo
State Tax Add. Amt. 0.0
Local Tax Allowance ooooo
Local Tax Add. Amt. 000

Health Care and Retirement
Elections:

Navigation Navigation buttons located in the left-hand margin of the page link to other Payline
pages or perform requested functions as described below.

Button Description
Return to Payment | Clicking on this button returns the employee to the Payment
Information Information page previously viewed.
Main Menu Clicking on this button will link the user to the Main Menu page where

the user can begin reviewing his earnings, benefit and leave
information.

Office of the Comptroller
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Direct Deposit Detail and Additional Profile Data, Continued

Button Description
Type A description of each agency paid benefit can be displayed by placing
the mouse pointer on the benefit name and clicking one time with the
left mouse button.

Log Off Clicking on this button returns the employee to the Log On page and
signs the user out of Payline.
Reporting Clicking on this button will link the user to the Reporting Query

Function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where
the employee's Social Security Number is entered.
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Leave History

Leave History ~ The Leave History page provides a listing of ‘Leave as of Dates’ and ‘Agency’
names for which detailed information can be viewed. (The complete history listing
can be viewed by using the scroll bar.) Payline users may view any ‘as of period’ by
moving the mouse pointer over the desired period and clicking the left mouse button.
This will link the user to the Reported Leave Balances page.

e erne =l S
| Eile Edit Wiew Favorites cls  Help
Departinent of Ageounis =
T " [0 I I
RN M/ L ]
- Leave History
Employee Name: First W Last
N - L o Dore for Leave Dtancon By Category:
- |
Navigation Navigation buttons located in the left margin of the page link to other Payline pages
or perform requested functions as described in the section below.
Button Description

Leave History Clicking on this button links the employee to a page where they may

Detail Inquiry request a detailed listing of leave transactions which have been
processed.

Main Menu Clicking on this button will link the user to the Main Menu page where
the user can begin reviewing his earnings, benefit and leave
information.

Leave As Of Date | Clicking on this button links the employee to the chosen leave period
information shown by category.

Log Off Clicking on this button returns the employee to the Log On page and
signs the user out of Payline.

Office of the Comptroller
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Leave History, Continued

Navigation (continued)

Button Description
Reporting Clicking on this button will link the user to the Reporting Query
Function page. (This is only available to those line agency users for
which masking access has been granted.)
Set Mask Clicking on this button will link the user to the Masking page where
the employee's Social Security Number is entered.
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Leave Balances

Leave Balances The Leave Balances page lists leave balances by type. From this list the employee is
able to view leave balances for all decremented leave types (e.g. annual, sick, etc)
and year-to-date usage of accumulated leave types (e.g. military, disability, worker’s
compensation, etc.). The annual leave accrual rate and maximum year-end leave
balances carryover limit based on years of service is also displayed.

Disclaimer: Balances reflect the most recent leave activity reported and keyed at the
close of the last leave period. The close of the leave period is two workdays after the
final certification.

=l ES
| Ele Edit Wiew Favoites Iosk  Help
f.](’jrrﬂ'“}.‘i’f” UfA ounis -
T R 7 Y
N N I O I Pag [liﬂ?? 0 Y I N
Leave Balances
|
Employee Name: First b Last Agency: Department far the Aging
Leawve Balances as of: 08/08/2001 Current Annual Leave Accrual Rate: 7.0 hours per pay period
Maximum annual leave balances carryover: 336 hours as of January 9, 2002
Leawve Type EBalance as of | Accrued Accrued Used Used Period Ending
m 1102001 Current | Year-to-date |Current | Year-To-Date Balance
Annual 2670 7.0 592.0 4.0 53.5 307.4
EamilyPersonal 40.0 0.0] 40.0 0.0
0.0 0.0 0.0 0.0 0.0 0.0
0.0 0.0 0.0 0.0 0.0 0.0
[Compensatory 0.0] 0.0 0.0 0.0] 0.0 0.0
Recognition 0.0 0.0 0.0 0.0 0.0 0.0
Disability Credit 351.7] 0.0 0.0 351.7
D 0.0 0.0 0.0 0.0 0.0 0.0
0.0 0.0 0.0 0.0 0.0 0.0
Year-to-Date Accumulations {these do not reflect remaining balances)
Sick Family | 0.0[Community Service | 2.0[0ther | 0.0]
| 0.0[civil | 0.0[LWOP Period | 0.0]
1 Py S—— - t P re— t — I |
Navigation Navigation buttons located in the left-hand margin of the page link to other Payline

pages or perform requested functions as described below

Continued on next page
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Leave Balances, continued

Button

Description

Leave Detail

Clicking on this button links the employee to a detailed listing of
transactions keyed during the leave reporting period.

Leave History

Clicking on this button links the employee to a listing of leave periods
end dates. From this list, the employee can obtain a complete display
of their detailed leave balances for each period.

Main Menu Clicking on this button will link the user to the Main Menu page where
the user can begin reviewing his earnings, benefit and leave
information.

Log Off Clicking on this button returns the employee to the Log On page and
signs the user out of Payline.

TYPE A description of each leave type can be displayed by placing the mouse
pointer on the leave type/name and clicking the left-mouse button.

Reporting Clicking on this button will link the user to the Reporting Query
Function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where

the employee's Social Security Number is entered.

Office of the Comptroller
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Leave Detall

Leave Detail The Leave Detail page provides the Payline user the ability to inquire about all detail
leave transactions that were entered during a specific ‘as of’ leave period. The
period selected is displayed in the heading of the page. These detail transactions
support the current hour’s information found on the Leave Balance page.

3 Payline Leave Balances - Microsoft Internet Explorer
J Eie Edit ¥iew Favortes Toolz Help
Departiment of Rgeounts =
N I I O I Jepartmenpgggonnt: 1 I
— [ Pairliie’ 1 O O
aiy 1ie.
Leave Detail
Employee Name: First b Last Agency: Department for the Aging
Transaction keyed during period ending: 02/09/2001
L eave Accruals reported as “earned” on the 15th of the month are for the pay period ending the 9th;
leave accruals reported as “"earned” as of the end of the month are for the pay period ending the 241t
Leawve Transaction Description Hours Date Date
Type From To
AT Annual Leave Taken 4.0 073002001 073002001
AE Annual Leave Earned 7.0 0852001 0852001
|
Navigation Navigation buttons located in the left margin of the page link to other Payline
pages or perform requested functions as described in the section below.
Button Description

Reported Leave Clicking on this button links the employee back to the Leave Balance

Balances page where they can view the selected ‘as of” leave period balances.

Main Menu Clicking on this button will link the user to the Main Menu page where
the user can begin reviewing his earnings, benefit and leave
information.

Log Off Clicking on this button returns the employee to the Log On page and
signs the user out of Payline.

Reporting Clicking on this button will link the user to the Reporting Query
Function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where
the employee's Social Security Number is entered.
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Leave History Detail Inquiry

Leave History ~ The Leave Detail Inquiry page provides the Payline user to inquire about all leave

Detail Inquiry  types that were entered during a specific time period or specific leave types that were
entered during a specified time period. These selections are determined by clicking
on the appropriate radio buttons provided and entering the specified leave beginning
and end period dates. When “All transactions’ is selected, the leave type check boxes
are grayed.

3 Payline Leawve Detail Inquiry - Microsoft Internet Explorer
| Eis Edit Wiew Favoitss Tooks Hslp
D t t of A t =
eprartiment gy onrnits
N I I O I 4 R’ 1 I
I I Pairliire’ 1
aiy e
Leave History Detail Inquiry

Employee Name: First M Last Agency:[Departmert for the Aging 7]
ST
T ity Type:
@ Al transactions within a date range

© A specific transaction type within a date range
[ satmasc _______|

Leave

type:

I Annual O Sick T FamilyPersonal D Compensatory D Overtime T Recognition
Al Others
Date Range:
Beginning Date: |Gk Ending Date: |mmiddAanyy
- |
Navigation Navigation buttons located in the left margin of the page link to other Payline pages

or perform requested functions as described in the section below.

Button Description
Submit Request Clicking on this button links the employee to the Leave Detail Request
page where the user can view the information requested on the Leave
Detail Inquiry page.

Leave History Clicking on this button returns the employee to the Leave History page.

Main Menu Clicking on this button will link the user to the Main Menu page where
the user can begin reviewing his earnings, benefit and leave
information.

Continued on next page
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Leave History Detail Inquiry, Continued

Navigation (continued)

Steps to
Perform
Request

Button Description

Log Off Clicking on this button returns the employee to the Log On page and
signs the user out of Payline.

Reporting Clicking on this button will link the user to the Reporting Query
Function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where
the employee's Social Security Number is entered.

Step Action
1 Use the drop down box to select all agencies or a specific agency.
2 Select the type of inquiry desired.
e All transactions within a date range - shows all transactions that were
keyed during the dates specified.
e A specific transaction type within a date range - shows the specified
transaction type during the dates specified.
3 Select Leave Type - choose the leave transaction type to be displayed for
the dates specified.
4 Date Range - complete the beginning and ending dates for the period to
show all or specified leave transaction(s). See note below.
5 Click on the ‘Submit Request’ button.
6 Review the Leave Inquiry results screen.

Displays the results of the employee's Leave History Inquiry. The screen lists in
descending date order the agency number, leave type used, the number of hours
keyed, and the dates the leave was taken/earned.

NOTE: The ‘Date From’ value is used to determine which transactions to reflect.

Office of the Comptroller
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Leave History Detail Inquiry, Continued

A} Payiine Inquiry Results - Microsoft Internet Explorer

J Eile  Edit Miew Favortes Tools Help

Drepartment @ A wnts I~
I I Y Y I i e 1 Y
I 50 Y B

Paiyline/

Leawve History Detail
Ingquiry

Leave Inquiry Results

Employee Name: First b Last

Agency: Department for the Aging

L eave Accruals reported as “earned"” on the 15th of the month are for the pay period ending the 9th;
leave accruals reported as “earned” as of the end of the month are for the pay perfod ending the 24th.
Agency Leave Transaction Description Hours Date Date
Type From To
00163 AE Annual Leave Earned 7.0 02/18/2001 02/18/2001
00163 AT Annual Leave Taken 4.0 0773002001 0773002001
00163 SE Sick Personal Earned 5.0 075152001 075152001
00163 AE Annual Leave Earned 7.0 075152001 075152001
00163 SE Sick Personal Earned 5.0 OES30:,2001 OES30:,2001
00163 AE Annual Leave Earned 7.0 063002001 063002001 —
00163 RE Recognition Leave Earned 2.0 0651 652001 0651 652001
00163 SE Sick Personal Earned 5.0 OB 572001 OB 572001
00163 AE Annual Leave Earned 7.0 06 52001 06 52001
00163 SE Sick Personal Earned 5.0 0573152001 0573152001
00163 AE Annual Leave Earned 7.0 0a/2152001 0a/2152001
on163 s Leave Without Pay 4.0 05/01,2001 05/01,2001
00163 WT Workers Compensation 8.0 050152001 050152001 =l

Due to systems resource limitations, CIPPS-Leave has not yet been modified to
conform leave periods with the revised semi-monthly pay periods. The period
variation is described in the following table using January and February as an

example:
Semi-monthly Pay Period CIPPS-Leave Period
Date From Date To Date From Date To
January 25" February 9" February 1% February 15"
February 10" February 24" February 16" February 28"

Navigation Navigation buttons located in the left margin of the page link to other Payline pages
or perform requested functions as described in the section below.
Button Description

Leave History Clicking on this button returns the employee to the Leave History

Detail Inquiry Detail Inquiry page.

Main Menu Clicking on this button will link the user to the Main Menu page where
the user can begin reviewing his earnings, benefit and leave
information.

Continued on next page
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Leave History Detail Inquiry, Continued

Navigation (continued)

Button Description
Log Off Clicking on this button returns the employee to the Log On page and
signs the user out of Payline.
Reporting Clicking on this button will link the user to the Reporting Query

Function page. (This is only available to those line agency users for
which masking access has been granted.)

Set Mask Clicking on this button will link the user to the Masking page where
the employee's Social Security Number is entered.
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W-2 History

W-2 History The W-2 History page provides a listing of “‘W-2 Dates’ and ‘Agency’ names for
which detailed information can be viewed. (The complete history listing can be
viewed by using the scroll bar.) Payline users may view any “as of period’ by
moving the mouse pointer over the desired period and clicking the left mouse button.
This will link the user to the page displaying the W-2 for the year selected.

E =1

O - © - B B @] POsorn Seromis @ - B e

address [ hitp: fnt-cFiQajpayline/show_wz.cimrhew=032543

Department of Agcountts
N Y I I O O cpartutcid g 7 : 1 Y Y N
I I I O i Payline 1 Y Y Y
W-2 History
[ womvors |
E  :...oc. Noane: TEST HUSER
Log Off

I W-2 Date ey I
| View W-2 | 1273172005 IDspaxlmenlquccuun(s |

W-2 Once the W-2 has been displayed, the user has several different print options:
e Print COPY B, To Be Filed With Employee's FEDERAL Tax Return
e Print COPY C, For EMPLOYEE'S RECORDS
e Print COPY 2, To Be Filed With Employee's State, City, or Local Income Tax
e Print All Copies

Scroll down to see the entire W-2. Instructions and notices to employee and
employer are at the bottom of the W-2.

Continued on next page
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W-2 History, Continued

led by Department of Accounts

rosoft Internet Explorer

e and Tax Statement

int Copy B Frint Copy C Print Copy 2 Print ANl Copies Close
a Control mumber
000000591
b Employer Identifisation number (EIN) 1 Wages, tips, other compensation 2 Fodsral Income tax withheld
123456729 36,350 96 4,246 96
< Erployrer's name, address, and ZIP code 3 Social security wages 4 Social security tax withheld
DEPARTMENT OF ACCOUNTS 39,550 96 245216
101 I¥ 14TH STREET 5 MMedicare wages and tips 6 Mledicare tax withheld —
RICHMOND , Vi 23219 38,550 96 SHECE
7 Social security tips 8 Allocated Tips
0.00 0.00
d Employee's social security number 9 fdvance EIC payment 10 Dependent care benefits
123-45-6752 0.00 0.00
e Employee's first name and Initial Last Mame 11 Nongualified plans 1Z2a
11412345678 12345678900 0.00 € 496,32
TEST H USER Ty Rethmere  Taird party 12
Sy -
1234 MAIN STREET e e 5 220000
k5 .
RICHMOND, ¥4 23219
14 Other 12¢
124
£ Fmployee's addvess and ZIP code
15 State | Employes's state 1D mumbar 16 Stata wages, tips, ste 17 State imsoms tax 18 Localwages tips, stz 19 Local inzoms tax 20 Locality Wams
va 0012201680 36,350 96 1,266 56 0.00 0.00
2005 Dapastment of the Treamny - Intemsl Revers Sawvize

W-2 Wage and Tax
Form Statement
COPY B, To Be Filed With Employee’s FEDERAL Tax Retwrn

a Control muber
000000551

W-2 Wage and Tax Statement - Microsoft Internet Explorer provided by Department of Accounts

b Employer Identifization nrber (ETI) 1 Wages, tips, other compensation 2 Federal Income tax withheld
123456789 36,350 96 4,246 56
© Employers name, address, and ZIP code 3 Social security wages 4 Social security tax withheld
DEPARTMENT OF ACCOUNTS 39,5096 2,452.16
101 1 14TH STREET 5 Iledicare wages and tips 6 Dledicare tax withheld
RICHWMOMND , W4 23210 39,550.96 57349
7 Social security tips 8 Allocated Tips
0.00 0.00
4 Employee's social security nuber 9 Advance EIC payment 10 Dependent care bensfits
123-45-6759 oo 000
e Employee's first nawe and Initial Last Hame 11 Mongualificd plans 12a
11412345678 12345675900 000 = a96.32
TEST H USER. o y— =
1234 MAIN STREET = g{“‘m‘“’“’“ s . 30000
RICHMOND, V4 23219
14 Other 12¢ U
124
 Employec's addeess and ZIP code
15 State | Exployer's state ID mumber 16 State vrazes, tips, etc 17 State incoms tax 18 Localwages, tips, etc 12 Local incors tax 20 Locality Hams
Vi 0012201580 36,350.96 1,866.56 0.00 0.00
W 2 Wage and Tax 2005 Department of the Treamzy - Intemal Reverme Service
Fom n Statement
COFY C, For EMPLOYEE'S RECORDS
a Clontzol mumber
000000591
b Employer Identification nncber (I} 1 Wages, tips, othsr compensation 2 Federal Income tao withheld
123456720 36,350.96 424696
« Employers neme, address, and ZIP rode 3 Social security wages 4 Sosial security tax withheld
DEFARTMENT OF ACCOUNTS 39,550.96 2,452.16 ~

Office of the Comptroller 54 Commonwealth of Virginia



Payline Administrative Manual for Employers

BEE

101 I 14TH STREET 5 Mledicare wages and tips 6 Mledicare tax withheld
RICHMOND , V4 23219 3855096 SHERE
7 Social security tips 8 Allocated Tips
0.00 0.00
4 Employee's social security nuber 9 Advance EIC pagment 10 Dependent care benefits
123-45-6782 0.00 0.00
e Employee's first name and Initial Last Narae 11 Hongualified plans 12a
11412345678 12345678000 ooo =) 406 32
TESTH USER . e =
Sobtery  Retiomet  Tuinkp
1234 MAIN STREET e s s T
RICHMOND, ¥4 23219
14 Other 12¢
124
£ Employec's addvess and ZIP sode
15 State | Exnplayers state ID rumber 16 State wages, tips, ate 17 State incoms tax 18 Localwages, tips, ste 19 Local incoms tax 20 Lacality Mams
va  |ooizzoieso 36,350 96 1.866.56 0.00 000

W-2 Wage and Tax
Fom Statement

COPY 2, To Be Filed With Enployee’s State, City, or Local Income Tax

Notice to Employee

Refund. Even if you do not have to file a tax returm, you should file 1o get a refund if
‘oz 2 shows federal income tax withheld of if you can take the samed income crecit.

Earned income credit (EIC). You must file a tax retusn if any amount is shown in box 9!

2005 Dapartment of the Treasmmy - Intemal Reveme Service

Clergy and religious workers. If you are not subject to social security and Medicars
taxes, see Publication 517, Social Seevrity and Other Information for Members of the
Clergy and Religious Woskers

Corrections. If your name, SSH, or address is incosrect, comsct Copies B, C, and 2 and
ask your employer to correct your employment record. Be sure to ask the employer to
file Form W-2c, Corrected Wage and Tax Statement, with the Social Security

Vs masr he ahle dn take the BT Far 2005 3 2w Ao not hawre o onslifiing child and A dministration (354) to correct any name, SSH, or money amount error reported to the £
334 onForm W-2. If your name and 35M are comect but are not the same as shown on ~

Fou camed less than $11,750 ($13,750 if mantied filing jointly), () you have one
qualifying child and you earned less than $31,030 (533,030 if married filing jointly), or
() ¥ou have more than one qualifying child and you eamed less than $35.263 (537,263
if married filing jointly). Vou and any qualifying children must have valid social
security numbers (351 s). You cannot take the EIC if your investment income is more
than $2,700. Any EIC that is more than your tax liahility is refunded to you, hut only if
you file a tax return. If you have at least one gualifying child, you may get as much as
$1,597 of the EIC in advance by completing Form W-5, Eamed Income Credit A dvance
Fayment Certificate, and giving it to your employer.

Instructions (Also see Notice to Employee, on back of Copy B.)
Box 1. Enter this amount on the wages line of your tax return.
Box 2. Enter this amount on the federal income tax withheld line of your tax retusn
Box 8. This amount is not inchaded in bozes 1, 3, 5, or 7. For information on how to
zeport tips on your tax retum, see your Form 1040 instructions.
Box 9. Enter this amount on the advance eamed income credit payments line of Four
Form 1040 or Form 10404,
Box 10. This amount is the total dependent care benefits that your employer paid to
Fou orincurred on your behalf Ginchiding amounts from a section 125 (eafeteria) plar)
Ay amount aver §5,000 also is inchided inbox 1. Fou st complete Schedule 2
(Form 10404) or Form 2441, Child and Dependent Care Expenses, to compute any
taxable and nontaxable amounts.
Box 11. This amount is: (&) reported in box | if it is a distibution made to you from a
deferrad n or section 457(k) plan or ()
inchaded in box 3 and/or 5 ifit is a prios year deferral under s nonqualified or section
457¢k) plan that became taxable for social security and Medicare taxes this
‘because thete is no longer & substantial sisk of farfeiture of your tight 10 the deferred
amount,
Box 12. The following list explains the codes shown in box 12. ¥ ou may need this
information to complete your tax return. Elective deferrals (codes D, E, F, and 5) under
all plans are generally limited to a total of $14,000 (617,000 for section 403(k) plans if
ou qualify for the 15-year nule explained in Pub. 571). Deferrals under cade G are
Timited to $14,000. Deferrals under code H are fimited to $7,000. However, if you were at
least age 50 in 2005, your employer may have allowed an additional deferral of up to
$4,000 (52,000 for section AD1GH{11) and 408(g) SIMFLE plans). This additional deferral
amountis not subject to the overall limit on elective defarrals. For code @, the kmit on
elective deferrals may be higher for the last three years hefore you reach retirement.
age. Contact your plan administrator for more information. Amounts in excess of the
overall elective deferral it must be included in income. See the “VWages, Salaties,
Tips, stc.” fine instructions for Form 1040
Note. If a year follows code D, E,F, G, H, or 3, you made amake-up pension,
contsibution for a prior year(s) when you were in military service. To figure whether
¥ou made excess deferrals, consider these amounts for the year shown, not the current
Fear. Ifno year is shown, the contributions are for the cusrent yeer.
A—TUIncollected social security or RRTA tax on tips. Include this tax on Form 1040 See
“Total Ta¥” in the Form 1040 instructions

your sacial secusity card, you should ask for a new card at any 554 office o call 1-
800-772-1213

Credit for excess taxes. If you had more than one employer in 2005 and more than
$3,580.00 in social security andfor Tier I railroad retirement (RRTA) taxes were
withheld, you may be able to claim a credit for the excess against your federsl income
tax. If yous had more than one raitroad employer and more than $2543 60 in Tier 1T
RRTA tax was withheld, you also may be able to claim a credit. ee your Form 1040 or
Form 10404 instructions and Publication 505, Tax Withholding and Estimated Tax

E—Elective deferrals under a section 403(k) salary reduction agreement
F—Elective deferrals under a section 408(K)(6) salary reduction SEP

G—Elective deferrals and employer contibutions (inchiding nonelective deferrals) ta &
section 457¢k) deferred compensation plan

H—Elective deferrals to a section S01()18)(D) tax exempt organization plan. See
“&djusted Gross Incoms™ in the Form 1040 instructions for how to deduct.
J—Hontaxable sick pay (information only, not inchuded in boxes 1,3, or 5

K—30% excise tax on excess golden parachute payments. See “Total Tax'” in the Form
1040 instructions

L—Substantiated employes business expense reimbursements (aontarable)
M—Uncollected social security or RRTA tax on taxable cost of group-temm lifs
insurance over $30,000 (former employees only). See “Total Tax” inthe Form 1040
instructions

N—Uncollected Medicare Lax on taxable cost of group-term life insurance over $50,000
(Former employees anly). See “Total Tax” in the Fomm 1040 instructions

P moving expense rei paid directly to employee (ot
included in boxes 1,3, or 3)

Q—>Nontarable combat pay. See the instructions for Form 1040 or Form 10404 for
details on reporting this amount.

R—Employer contributions to your Archer M3A. Report on Form 253, Archer M3As
and Long Term Care Insurance Contracts

S—Emplayee salary reduction contributions under a section A08(p) SIMPLE (not
inctuded in box 1

T—Adoption benefits (aot included in box 1). You must complete Form 8239, Qualified
Adoption Expenses, to compute any taxable and nontaxable amounts

V—Income from exercise of stock option(s) Ginchaded in boxes 1, 3 (up to
social secusity wage base), and 5

W—Employer contributions to your Health Savings Account. Report on Form 8389,
Health Savings Accounts (HSAS)

Y—Deferrals under a section 4094 nonqualified deferred compensation plan.
Z—Income under section 4094 on 2 nonqualified deferred compensation plan. This
amount is also included in box 1. ILis subject to an additional 20% tax plus interest. See
“Total Tax” in the Form 1040 instructions

Box 13. If the “Retirement plan” box is checked, special limits may apply to the amount
of traditional IRA contributions that you may deduct.

3,000 ¢$2,000 for section A01dHC1 L) and 408 STMFLE plans). This additional deferral
amountis not subject ta the overall limit on elective deferrals. For code 3, the kmit on
elective deferrals may be higher for the last three years before you reach retirement.

age. Contact your plan administrator for more information. Ammants in excess of the
overall elective deferral limit must be included in income. See the “Wages, Salaties,
Tips, etc.” fine instructions for Form 1040

Note. If a year follows code D, E,F, G, H, or S, you made amake-up pension,
contribution for a prior year(s) when you were in military service. To figure whether
Fou made excess deferrals, consider these amounts for the year shown, not the current
ear. Ifno year is shown, the contributions are for the current year.

A—TUIncollected sosial security or RRTA Lax on tips. Inchade this tax on Form 1040 See
“Total Tax” in the Form 1040 instructions.

B—TUncollected Medicare tax on tips. Inchade this tax on Form 1040, See “Total Tax” in
the Form 1040 instructions

C—T axable cost of ip-term life over $50,000 (included in boxes 1,3 (up
t0 sosial securily wage base), and 5

D—Elective deferrals to a section 401(K) cash or deferred arrangement. Also includes
deferrals under a SIMPLE retirement account that is part of a section 401¢8)
arrangement

Employers, Please Note—

Specific infosmation needed to complete Fosn V.2 is given in & separate booklet titled
2005 Instructions for Forms W-2 and W-3. You can order those instructions and
additional forms by calling 1-800-TAX-FORM (1-800-229-3676). You can alse get forms
and instructions Fom the IRS website at www irs.gov.

Caution. Eecause the SSA processes paper forms by machine, you cannot file with the
554 Forms W-2 and W.3 that you print from the IRS website. Instead, you can use the
S84 website at winw.socialsecutity. goviemployer to create and file slectronically "Il
1" versions of Forms W-2 and W-

Due dates. Fusnish Copies B, C, and 2 to the employee generally by January 31, 2006

File Copy 4 with the S34 generally by February 2%, 2006. Send all Copies 4 with
Form W-3, Transmittal of Wage and Tax Statements. However, if you file electronically
(a0t by magnetic media), the dus date iz March 31, 2006,

Privacy Act and Paperwork Reduction Act Notice. We ask for the information on
Forms W-2 and W.3 to camy out the Internal Revenue laws of the United States. We
need it to figure and collect the right amount of tax. Section 6051 and its regulations
require you to fumish wage and tax statements 1o employees and to the Social Security
A dministration. Section 6109 requires you to provide your employer identification
number (EIN). If wou fail to prowide this information in a timely manner, you may be
subject to penalties

BEE
Adoption Expenses, to compute any taxable and nontaxable amounts -~
V—Income from exercise of stock option(s) (inchuded in boxes 1, 3 (up to
social security wage base), and 51
W—Employer contributions to your Health Savings Account. Report on Form 8889,
Health Savings Accounts (HSAS)
Y—Deferrals under a section 4094 nongqualified deferred compensation plan.
Z—Income under section 4094 on 2 nonqualified deferred compensation plan. This
amount is also included in box 1. [tis subject to an additional 20% tax plus interest. See
“Total Tax” in the Form 1040 instructions.
Box 13.If the “Retirement plan” box is checked, special limits may apply to the amount,
of traditional IRA contributions that you may deduct.

Note: Heep Copy € of Form W2 for at least 3 pears after the due date for fling pour
income tax return. However, ta halp protect your sosial security bengfits, keep Copy
C unnil por: begin receiving social security bemgfits, just 1n case fhere is a guesfion
about your work record andfor earnings i a parficular pear. Review the
Iformation shown on pour aval (for workers over 235) Social Security Statement.

You are not required to provide the information requested on a form that is subject to
the Paperwork Reduction & ct unless the form displays a walid OME control mimber.
Books or records relating to a form or its instructions must be retained as long as their
contents may become material in the administration of any Internal Revermue law.

Generall and return are a5 required by section
6103, However, section 6103 allows or requires the Intemal Revenue Service to
disclose or give the information shown on your retum to others as described in the
Code. For example, we may disclose yous Lax information to the Department of Tustice
for civil andfor criminal litigation, and to cities, states, and the District of Columbia for
use in administering their tax laws. ¥i'e may also discloge this information to other
countries under a tax treaty, to federal and state agencies to enforce federal nontax
criminal laws, or to federal law enforcement and intelligence agencies to combat
terrorism.

The time needed to complete and file these forms will vary depending on individual
sircumstances. The sstimated average times are: Form W-2—30 minutes, and Form W-
328 minutes. If you have comments soncerning the acouracy of these time sstimates
or suggestions for making these forms simpler, we would be happy to hear from you,
Vou can write to the Internal Revemue Service, Tax Products Coordinating Comumittes,
SEW:CARMET:T:SE, 1111 Constitution Ave. MW, IR-6406, Washington, DC 20224.
Do not send Forms -2 and W-3 Lo this address. Instead, see Where fo fle in the
Instructions for Fosms V-2 and W3
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Mask Function

Definition The mask function is the process by which agency personnel can access an
employee's Payline information to view and query the information as if they are the
employee.

Security Access to the mask function will generally be the same as the user currently has in

CIPPS Leave and/or Payroll. The security form is located at this link:
http://www.doa.virginia.gov/Payroll/Payline/Payline_Main.cfm. Exceptions to
parallel access must be justified on the security request form.

Accessing the The user enters Payline in the normal manner. See the Accessing Payline section for
Mask Function  more information. Once the user has logged into Payline, the masking function can
be accessed from any screen.

J Eile  Edit Miew Favortes Tools Help

| Address [@] hitp:2/ni-cf /0 payine /Bullstin.cimPLogin_Message=Login%205 uccessfulitew=1422 -] @te
=
Department ()fff ournis
N I I I R [ 1 N
— Ratrline’ T Y
ayii 2
Aroadcast Messages
_ Welcome to the DOA Website

Login Successful

m There is a special announcement.

|&] Dene || By Localintanet

Step Action
1 Click on the ‘Set Mask’ button.

Continued on next page
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Mask Function, continued

3 Payline Security Masking - Microsoft Internet Explorer
| Ele Edit View Favoites Tools Help |
e - - @ O & a G S B o
Back Farward Stop Refresh Home Search Favorites  Histary b ail Frint Edit Discuss
| Address [&] hip://ni-ch/Uaspayine/Masking. chm?New=1359 =] @0
=]
I I O Department gaigcounts 1 I I
N N I O I P li =4 1 Y
aiy e,
Security Masking
_m Enter SSN [387654321
i e |
|
&£] Dane ,_,_ =5 Local intranst
Step Action
1 Enter Employee's Social Security Number.
2 Click on ‘Set Mask’

The following message " Masking (SSN)" will be displayed:

2} Payline Bulletin - Microsoft Internet Explorer

J File Edit “iew Favortes Tools Help

J = S ) e | 4| B &G o
Back Forward Stop  Refesh  Home | Search Favorites  History Wil Frint Edit Discuss
| Address [&] hitp://nt-cf/0A/ payline/Bulletincfm L ogin_Message=Masking%20967654321 éNevw=1403 =] #Ge
=
Department ufzi ounis
N I I I R’ [ 1 N
I O O B I Paiyline! 1 Y
ECIT—— Aroadcast Messades
[T ™
Welcome to the DOA Website
EXITNEE ' osking 987654321

Masking 987654327

®

[ [ BB Localintranet

Office of the Comptroller
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Mask Function, continued

A reminder that the user is masking the specific employee number is provided in the
left hand column of each page.

The employee's information will be displayed as if the user is the employee.

Masking does not provide access to the employee's Personal Options Page where
individual password information is maintained.

Office of the Comptroller
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Statistical Reporting

Statistical
Reporting
Feature

entitled 'Reporting' is displayed

Payline has been enhanced for those line agency personnel who have been granted
masking access to obtain statistical reporting for both Payline participation and
earnings notice elimination. After logging into Payline, a button in the left-hand side

=
Departinent of Rgcounts
I I 2 T LT [T
I Pairlire’ 1
aifirie.
Broadcast Messages
Welcome to the DOA Website
Login Successful
There is a special announcement.
|

Step

Action

1 Click on the Reporting button.

Earnings Notice The Earnings Notice Status by Agency page provides statistical information for those

Continued on next page

Status by agencies for which masking access has been established. The inquiry is completed as
Agency follows:
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Statistical Reporting, Continued

E SEES]
'l!l
Qe - (0[] F] D seech S Faveries £2) i = - [ <R S s
Address | 4] hitp:jfnt-cf/Qapayline/Reporting_DD_Status.cfm?Fresh=121829 ~| B so
I I O Y Departmerd gaggounts 1 Y Y I N
T Paiplisre! Y

Earnings Notice Status by Agency

Ifyou kave several agencies or a large period selocted, this page can take several minutes 0 load.
Please do NOT click the refresh button.

Payment Dates: From: To:
Pay Type: A1l -~

EIT s o incude inseport:

& an

Caeo 101 Clies Clier Cawes e Dl Dz Cus Cua Cus s COar Cae Cliza Cizz Ces Cies Cier
Clize Claze i3 Tz Cs s s sy s e i O Cigs Clies Clise Clis sz Cise Cise
Ca1s7 Cliss Clise i1 [D1e3 Clies Clise (s [Ja7e (D171 Clarz Cams Clara Clars Clise Clisy [Cisz [Jiss [ise
Cl1ss Class Claer Clise Tliee Tlie ez Cies e 201 C2e2 M20z Cl212 T21z C214 O21s 217 218 C219
Czz0 Cl22z 223 Cl2zeé 230 232 (233 [l23d Cl2ss D230 [Cl2an 242 [l2ds [l261 Cl2ez Cl2es (270 [2vs 27
Oar7 O2e Tl2ve Tl2se [Cl2s2 (283 [J2ea [D2ss [J2e6 207 [Cl2ss [J200 [J201 [202 203 [J204 (205 206 [J207
298 200 (1301 Cl30s [I319 (320 (0325 (D330 [ldoo [D402 (403 (D405 [J408 [J40e 411 Cla17 (D423 425 [aae
Casa Cses [Cses Cls10 s Csiz Cs1s Cs1e Csis Csws 517 Csis Csie CIs2e Cleon Cleez [leos 701 702
703 CI7e4 C70s Cl7es CI707 Cl7os Cvee 7 CI7is Iy Clmis CI7ae Clrzo (721 Clv2s Clvz24 C72s Clvzs 728
Cr2e CI730 731 Cl733 C73a Cl7ss 736 a7 C7ss D739 Crae [ rar C7az (1743 744 D745 (747 748 [7a9
Crso CI7s1 Cl7s2 C17s3 [7se Clvse 757 Clvse CI7ee 761 762 [D7eés Clres (1767 [Clves Clvee (D770 771 772
773 CIr7a C777 Clean Csas [Clss1 [Cesz [ess [leiz [Deaz [es7 [Clese [Cleer [lesz 963 Closs [loge

Step

Action

Enter Payment Dates to include in report:

Enter the range of check dates for which statistical information is desired.
(The request must use the actual check date and not the pay period dates or
processing date.)

Select the Pay Type of the employees to be generated:

e Click on'ALL' from the dropdown to request data for all employees
within agencies for which masking access has been granted, or

e Click on 'WAGE' from the dropdown to request wage data for those
agencies for which masking access has been granted, or

e Click on'SALARIED' from the dropdown to request only salaried data
for all agencies for which masking access has been granted.

Check Agencies to include in report:

Click on the specific agency for which the statistical information is desired.
Data for multiple agencies may be requested at one time.

Office of the Comptroller
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Statistical Reporting, Continued

Earnings Notice Status by Agency (continued)

4 Click on “Accept’:

Please note the message at the top of the page. "If you have several
agencies or a large period selected, this page can take several minutes to
load. Please do NOT click the refresh button."

Results Page The following statistical information will be provided on the results page:

Agency

#Checks

#DDs

Total #Pmts

Payline Participants

Payline Participants w/DD

Payline Participants w/DD Opt-Out

B L =[x
'IIJ
Qe+ ) [X] [B] Th D searen 5 Favories £2) =N Py ks

#Address | ] hitp: ifnt-cflQaipaylinejReporting_DD_Status. cim?Fresh=121533 ~| B so
Department of Ageonts

T T T T | | cpartuoid g 7 : | Y I

1 [ [ [ Payline 15 Y I

Earnings Notice Status by Agency
PAYMENT DATES 01/01/2004 - 12/31/2004
ALL VEE!

ey Feed e s e e e

#Pmis

g0
Er— =

101 Wage
101 Total

107 Salaried

114 Salaried
114 Total

A1 Salaried
A1 Wage
Total All Agencies:

5]
]
]
W= 20 =m0 200 mO~ 90 ==
5w
2w
4Rm M- 00 MOe ROR SO e

The results page is displayed and the detailed information can be viewed by clicking
on the underscored agency number for which detailed data is desired. The Earnings
Notice Status by Employee page provides detailed employee information representing
the check dates for which the inquiry was performed for all agencies selected. To
select a particular agency, please select the underlined agency number desired.

Continued on next page
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Statistical Reporting, Continued

The following information is displayed:

Agency

SSN

ID

NAME

Payline DD Selection
ORG Code

Pay Type

The results presented can vary depending on the combination of values chosen from
the various drop down boxes across the top (e.g., Payment Status, Payline
Participation, etc.). Payment Status is defaulted to 'DD Notice Printed' that
represents a listing of those employees who have opted out of receiving printed
earnings notices for direct deposit. Payline Participation is defaulted to “Payline
Participant”. Selecting another agency or other values in the drop down boxes can
modify the results presented. (Only those agencies for which masking access has
been granted will display in the Agency drop down list.)

3 =]
o
@k - ) [x] F] D seerch 7 Favortes £2) - i 3 ks
#cldress | ] http:nk-cF)GAipavline Reporting_LD_Status_By_Employee.cim?Fresh=075926 ~| B s
Department of &geounts
Y I I S O I e T 7 1 Y N N
— Paislie 1 N O

Earnings Notice Status by Employee
01/01/2004 - 12/31/2004

Agency: Payment Status: Payline Participation: ORG Code Pay Type
[ Al ~ Al ~ 2l ~ Al ~

Fmployee Listing for Department of Accomnts (00151)

acy SN m NAME Payline DD ORE Code Pay Type

elec
nnnnnnnnnnnnnnnn Luckylfe TEST H USER Tes 00990000000 Classified
H Classified

NOTE:

Use the scroll bar to view the entire record.

The data is displayed in ascending order of the encrypted Social Security Number
(not alphabetical or unencrypted employee number order).

Users can highlight the data and copy the information into a spreadsheet for re-
sorting if desired.

N =

w

Continued on next page
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Statistical Reporting, Continued

Payment
Status
Options

All - Lists all employees who received payments within the range of check dates
requested.

DD Notice Printed - Displays those individuals who participate in direct deposit
and have NOT opted out of receiving a printed earnings notice.

DD Notice Eliminated - Displays those individuals who participate in direct
deposit and have OPTED OUT of receiving a printed earnings notice.

Check Printed - Displays those individuals who do not participate in direct
deposit.

Payline °
Participation
Options

All - Displays all employees within the group identified by the Payment Status
option and check range entered on the inquiry screen.

Payline Participant - Displays only those who have a Payline permanent security
record.

No Payline Security Record - Displays only those who have not established a
Payline permanent security record.

Office of the Comptroller
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Statistical Reporting, Continued

ORG Code .
Options

All - Displays all employees within the group identified by the Payment Status
option and check range entered on the inquiry screen.

e Each ORG Code used by the agency is individually listed - Displays all records

for the specific ORG code chosen.

2 Earnings Notice Status by Employee - Microsoft Internet Explorer provided by Department of Accounts

File Edit  View Favorites Tools  Help

Qe - © - ¥ A & /57 Search 57 Favartes {£2) - & L) 2%

#ddress [ hitp:int-cFfQajpaylineiReporting_DD_status_By_Employee.cfmeFresh=034221

Department gf Agcounts |

I S O B ¥
—— - Payline/ |

Fainings Notice Status by Fmployee
01/01/2004 - 12/31/2004

[ @ Payvinsadmmanual-...

ESITT T i e e
(00151 ~|  [DD Notice Printed  ~ | [ Payline Participant ~|
:
- Mo Masterfile Fecord
Recome 11051
EI—— . sam o - Pasti
Seled
00151 123455759 00 Luskyhls TEST H USER E2

25 Earnin

Classified
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Statistical Reporting, Continued

Below are examples of possible queries and the associated results:

2 Earnings Notice Status by Employee - Microsoft Internet Explorer provided by Department of Accounts

@k - () (%] Z] D D seerch S Favertes £2) [

L& 3

Address | 4] hikptfre-cF/QA paylineiReparting_DD_Status_By_Ernployes cFmoFresh—080235

Department of Ageounts

Payline! 4

Eamings Notice Status by Employee
01/01/2004 - 12/31/2004

ey Payment Status: ORG Code Pay Type
00151 v|  |IDD Nolice Pinted | v [ = e 5 (& -
Fiaployee Listing for Department of Accomnts (00151)
Recome 11003
EI S ... o ow - S oxe <ot —
Selection
on151 123456789 00 LuckyMe TEST H USER Fes 00330000000 Classified

2 Earnings Notice Status by Employee - Microsoft Internet Explorer provided by Department of Accounts

@k - () (%] Z] D D seerch S Favertes £2) [

L& 3

Address | 4] hikptrk-cF/QA/paylinejReparting_DD_Status_By_Ernployes cFmoFresh—081055

Department of Ageounts

Payline! 4

Eamings Notice Status by Employee
01/01/2004 - 12/31/2004

ey ni Status: Payline ORG Code Pay Type
00151 v | DD Notios Efminated | [l v [ ~ [l ~
Fmployee Listing for Department of Accounts (00151)
Reporting Records 1- 10f1
acy ssm m NaME Payline DD ORG Code Pay Type
Selection
on151 123456788 00 LuckyTou TEST H USER Hao 00330000000 Classified
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Statistical Reporting, Continued

Q- © - X B €| Osotn SFpronies @] R- 2 e 3 ks
Address \@1 hitp: {fnt-cf{QAfpaylineiR eporting_DD_Status_By_Employee. cfm?Fresh=081407
Department of Agcourtts
I I ----= : T 7
Payline!

Fainings Notice Status by Fmployee
01/01/2004 - 12/31/2004

I Payment Status: Payline Participati ORC Code Pay Tspe
O [ooE1 ~ | [An ~| [ Payline Participant ~| [l&n ~ [lan ~
Help

Fmployee Listing for Department of Accounts (00151)

aont 12062
E ... a ow - N orceue et

Selection.
00151 123436753 00 Lucleyhfe TEST H USER es 00920000000 Classified
00151 123456788 00 LuckyFou TEST H USER Ho 00290000000 Classified
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Attachment A

CIPPS

Nomenclature

Payline Earnings
Nomenclature

Earnings Description

ANNUAL Annual Lve Payout Annual Leave Payout

ANNUAL Annual Lve Payout Annual Leave Balance Invol. Sep. Pay
BONUS Bonus Bonus Payment

CO. CAR Company Car Company Car

COMP LV Comp Leave Payout |Compensatory Lve Balance Invol. Sep. Pay
COMP LV Comp Leave Payout |Compensatory Leave Payout
DEC-PAY1 Deceased Pay Deceased Pay 1

DEC-PAY2 Deceased Pay Deceased Pay 2

IMPLIFE Imputed Life Imputed Life

INV SEP Invol Separation Involuntary Separation

LV SHARE Leave Share Leave Share

LWOP-PAY LWOP Pay Leave Without Pay Earnings

M&R NTAX Mov/Reloc NonTax Moving/Relocation-Non-Taxable Earnings
M&R TXBL Mov/Reloc Taxable Moving/Relocation-Taxable Earnings
MIL SUPP Military Supplement  [Military Supplement

NONTAXBL NonTaxable Income  [Non-Taxable Income

OTIME 1 Overtime 1 Overtime 1 Earnings

OTIME 2 Overtime 2 Overtime 2 Earnings

PAYAREA Pay Area Diff'ntl Pay Area Differential

P1 BONUS Pay Plan Bonus Pay Plan Bonus Payment

REGULAR Regular Pay Regular Earnings

RPTMEALS Reportable Meals Reportable Meals

SEVR PAY Severance Pay Severance Pay

SHIFT Shift Pay Shift Differential Earnings

SHIFT 2 Second Shift Pay Shift 2 Differential Earnings

SHIFT 3 Third Shift Pay Shift 3 Differential Earnings

SICK LV Sick Leave Payout Sick Leave Balance Invol Sep. Pay
SICK LV Sick Leave Payout Sick Leave Payout

TAXABLE Taxable Income Taxable Income

TEMP PAY Temporary Pay Temporary Pay
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Attachment A, Continued

Earnings Descriptions (continued)

CIPPS Payline Earnings
Nomenclature Nomenclature Earnings Description
VSDP BEN Disability Benefit VSDP Benefit Earnings
WC SUPP Workers Comp Supp  [Worker's Compensation State Supplemental Earnings
WCSDPBEN Workers Comp Supp  [VSDP Worker's Compensation Benefit Earnings
WRK COMP Workers Comp Worker's Compensation
CIPPS Payline Deduction
Nomenclature Nomenclature Deduction Description
AGY HLTH Agy Pd Healthcare Agency Paid Health Care Withholding
AN MATCH Annuity Cash Mat Annuity Cash Match
BUYBACK VRS Ret Buyback VRS Retirement Buy Back Withholding (Post-Tax)
CvC CvcC Combined VA Campaign
DC MATCH Def Comp Cash Mat  [Deferred Compensation Cash Match
DCSE-SUP DSS Child Support Division of Child Support Withholding
DDCHKING Direct Deposit Direct Deposit to a Checking Account - Net Amount
DDCHKNG1 Direct Deposit Direct Deposit to a Checking Account - Fixed Amount
DDCHKNG?2 Direct Deposit Direct Deposit to a Checking Account - Fixed Amount
DDSAVING Direct Deposit Direct Deposit to a Savings Account - Net Amount
DDSAVNG1 Direct Deposit Direct Deposit to a Savings Account - Fixed Amount
DDSAVNG?2 Direct Deposit Direct Deposit to a Savings Account - Fixed Amount
DEF COMP Deferred Com Deferred Compensation Withholding (Pre- Federal and
State Tax)
DEP CARE Dependent Care Dependent Care Withholding (Flex Account)
EEBOND1 Series EE Bond Series EE-BOND Withholdingl
EEBOND?2 Series EE Bond Series EE-BOND Withholdingl
EEBOND3 Series EE Bond Series EE-BOND Withholdingl
EEBOND4 Series EE Bond Series EE-BOND Withholdingl
EMP HLTH Health Care Prem Employee Health Premium (Post-Tax Health Care
Withholding)
EMPASOC1 Association Employee Association Withholding
EMPASOC?2 Association Employee Association Withholding
FED TAX Federal Inc Tax Federal Income Tax Withholding
FID INVS Fidelity Inv Ret Retirement Provider - Fidelity Investments
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Attachment A, Continued

Deduction Descriptions (continued)

CIPPS Payline Deduction
Nomenclature Nomenclature Deduction Description
GARN FEE Garnishment Fee Garnishment Fee
GARNISH1 Garnishment Garnishment, Tax Levy, Lien Withholding(s)
GARNISH2 Garnishment Garnishment, Tax Levy, Lien Withholding(s)
GARNISH3 Garnishment Garnishment, Tax Levy, Lien Withholding(s)
GARNISH4 Garnishment Garnishment, Tax Levy, Lien Withholding(s)
GARNISH5 Garnishment Garnishment, Tax Levy, Lien Withholding(s)
GARNISH6 Garnishment Garnishment, Tax Levy, Lien Withholding(s)
GRPINSR Group Life Ins Group Insurance Withholding
HI HI Tax Hospitalization Tax (Part of Social Security)
I-BOND1 Series | Bond Series I-BOND Withholding
I-BOND2 Series | Bond Series 1-BOND Withholding
LT DISAB Long Term Disability [Long Term Disability Withholding
MED REIM Medical Reimbsmnt  [Medical Reimbursement Withholding (Flex Account)
OASDI OASDI Tax Old Age Survivor Disability Insurance Tax (Part of
Social Security)
OPT LIFE Optional Grp Life Optional Group Life Insurance Withholding
ORPAPPTE Pol Appointee Ret Optional Retirement Provider
PARKING Parking DGS Parking Withholding (Post-Tax)
PETTYCSH Petty Cash Petty Cash Withholding
POOL VEH Pool Vehicle Pool Vehicle Withholding
POST TAX Misc Insurance Miscellaneous Insurance Withholding (Post-Tax)
PRE TAX Pretax Annuity Annuity Withholding (Pre- Federal and State Tax)
PREBUYBK Pretax Buyback VRS Retirement Buy Back Withholding (Pre-Tax)
PRETXPRK Pretax DGS Parking  [DGS Parking Withholding (Pre-Tax)
PRETXPRK Pretax Parking Non-DGS Pre-Tax Parking Withholding
PRETXTRN Pretax Transport Non-DGS Pre-Tax Transportation Withholding
PRM CONV Pretax HIth Care Premium Conversion (Pre-Tax Health Care Withholding)
RET CRDT Retiree Hlth Cred Retiree Health Care Credit - VRS
RETIRMNT Retirement Retirement Provider -VRS
SUPPORT?2 Child Support Child Support Withholding
TIAACREF TIAA/CREF Rtirmnt  |Retirement Provider -TIAACREF
TPA ADM TPA Admin Fee Third Party Administrator Withholding
VA TAX State Inc Tax State Income Tax Withholding
VEST Vest Virginia Educational Savings Trust
VVPEP Va Prepaid Educ VA Pre-Paid Education Program
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